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STATE OF CALIFORNIA                      CALIFORNIA BAY-DELTA AUTHORITY  

JOB DESCRIPTION AND POSITION CLASSIFICATION  
CBDA 525 (2-Page) (Rev. 11/05) 

 
CLASSIFICATION 

      
POSITION NUMBER 

      

MCR 

      

RPA # 

      
APPOINTEE 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        
Supervisory Related BU: 

        
Confidential Related BU: 

        
Rank and File BU: 

       
RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

ALL EMPLOYEES ARE EXPECTED TO WORK COOPERATIVELY WITH OTHERS; MAINTAIN REGULAR, CONSISTENT, PREDICTABLE 
ATTENDANCE; POSSESS INTEGRITY, INITIATIVE, DEPENDABILITY, AND GOOD JUDGMENT. 

POSITION SUMMARY 

Briefly (1-3 sentences) describe the main purpose and function of the position, including the organizational setting: 
      
 

DESCRIPTION OF DUTIES 

Percent of 
Time 

(E) and (M) 

Indicate the duties of the position and the percentage of time spent on each.  Group related tasks under the same percentage.  
Percentages should be in increments of 5% with the highest percentage first. Identify essential functions with an (E) and marginal 
functions with an (M) in the percentage column.   “Other duties as required” cannot be used as a task statement. 

            
 

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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	POSITION SUMMARY
	DESCRIPTION OF DUTIES
	Indicate the duties of the position and the percentage of time spent on each.  Group related tasks under the same percentage.  Percentages should be in increments of 5% with the highest percentage first. Identify essential functions with an (E) and marginal functions with an (M) in the percentage column.   “Other duties as required” cannot be used as a task statement.
	Indicate the duties of the position and the percentage of time spent on each.  Group related tasks under the same percentage.  Percentages should be in increments of 5% with the highest percentage first. Identify essential functions with an (E) and marginal functions with an (M) in the percentage column.   “Other duties as required” cannot be used as a task statement.
	Indicate the duties of the position and the percentage of time spent on each.  Group related tasks under the same percentage.  Percentages should be in increments of 5% with the highest percentage first. Identify essential functions with an (E) and marginal functions with an (M) in the percentage column.   “Other duties as required” cannot be used as a task statement.

	Managment BU: 
	Superivisory BU: 
	Confidential BU: 
	Rank & File BU: 01
	Supervisor's Classification: Program Manager II, CBDA
	Classification: Research Writer
	Position Number: 534-003-5617-00x
	MCR: 1
	RPA#: 004-RA
	Appointee: Vacant
	Division/Section: CALFED Science
	Supervisor: Lauren Hastings
	Personnel Analyst Name: Lynn Darby
	Date: 9/18/06
	Position Summary: Under the general direction of the Program Manager II of the CALFED Science Program, incumbent researches, develops, assembles, converts, edits, revises, produces, and publishes the Program’s technical and informational reports and products; assists in implementing communication strategy for the Program, and appropriately and accurately presents and communicates scientific data and technical information to a broad variety of audiences.                                                          
	BU: Yes
	Percent: 40%30%20%10%
	Activity 1: Coordinates with the CALFED Science Program staff in the production of the State of Science for the Bay-Delta System, a comprehensive biennial report that provides a system-wide scientific overview in support of water resource management and decision-making.  Researches, develops, assembles, converts, edits and revises text, tables, and figures in accordance with approved style guidelines to assure continuity, clarity of expression, appropriate tone, and proper grammar and punctuation.Supports development of communication products as identified by program management and staff, including providing writing and editorial expertise to appropriate program staff in the preparation of reports, presentations, summaries, and other programmatic information, including, but not limited to, annual reports, workshop summaries, newsletters, and web content and publications.Coordinates with graphic design and printing vendors to prepare and publish reports and products.  Works with program staff to support broad distribution of products, and helps develop and implement new distribution strategies.Works with program’s database manager and consolidates current information to assist program staff in effectively communicating scientific, technical, and programmatic information to various audiences in different formats (oral, written, online, and print).  Maintains programmatic materials on these topics and periodically updates the program archives and library.
	Percentage 2: 
	Activity 2: DESIRABLE QUALIFICATIONSKnowledge, Skills, and Abilities• Ability to interpret statistical charts, graphs, and tables• Ability to research and write articles for publication• Ability to analyze data, draw sound conclusions, and present ideas and information effectively both orally and in writing• Ability to appropriately, accurately, and effectively present and communicate scientific data and technical information to a broad variety of audiences.Special Personal Characteristics   • Ability to work productively in a demanding environment• Detail oriented• Ability to deal with challenging work requirements while maintaining a calm and professional demeanor• Willingness and ability to accept increasing responsibility and demonstrate capacity for developmentInterpersonal Skills:  • Ability to work well independently and as a team member• Ability to gain and maintain the confidence and cooperation of those contacted during the course of work• Ability to interact with various levels of staff and management in a professional and courteous mannerWORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES• Manage multiple priorities effectively and meet deadlines• Meet short processing timelines when necessary• Handle varying and sometimes large workload volumesPERSONAL CONTACTSCALFED Program Managers and staff, other state and federal departments, agency and academic scientists, public information staff, and contracted personnel.   SUPERVISION RECEIVEDDirection from Program Manager II of the CALFED Science ProgramSUPERVISION EXERCISEDNone


